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ROCORDE (FNTFR CAPACTTY REQUIRSHENTS

It is estimnted that an Arency Records Center of 25,000 sq. ft.,
"with & capacity of 50,000 cu. ft. of records, will be filled in ®rom
5 to 10 years, Thore sre no experience “Mrures available, but the

followving factors were considared in arrivine at the estimates

(a) Total A~ency records holdines « 92,000 cu, ft,
(Appendix 4)

(b) Ammal sccretion of records - 20,000 cu, fit.
(Appemiix B)

(¢) Ammaal volume of racords to be retired - 8,000
eu, £, {Appendix C)

{(d) Capacity of Records Center - 50,000 cu. ft.
{Appeniix F)

(e} The completion date of initial inmventories of
present record holdines and the development of
the relatsd records control schetules, (A minie
mm of 2 years to cover the entire Agency.)

(f) The time required and the extent of suecess in
chanring present systeme to provide ammusl cut-
offs which will permit eystemstic perlodic retire-
ment o records.

(g) The voluwe of records which:

(1) Can be destroyed by of™Mcer without
transfer to the Center,

(2) Transferred to the Center and destroyesd
after retention periods of 1 or mors
years,

(3} Transferred to the Center for permanent
retention in prezent form,
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{4) Tranaferrsd to the Cemter for microfiloe
ing for permement retention. '

In view of the ambove comsideratlona, it apprears that the Agency !
w111 have to establish and operate a Records Cemter of from 60,000 to '
© 90,000 8q, ft., of space in 10 to 20 years, although such s requirement
cammot be fully justified at this time., Tor this resson, a conser-
vative approsch would be the establishment of a 25,000 sq, M. Records
femter, constructed in such s manner that it can be resdily expanded to
25X1A  meot future needs, This oxpansion is poseible in 2 budlding constructed

at the I
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